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ARIZONA WORK-BASED LEARNING RESOURCE GUIDE

Introduction

The Arizona Department of Education’s Career and Technical Education Division
(CTE) is pleased to present the Arizona Work-based Learning Resource Guide to
replace the Arizona Work-based Learning Educator’s Guide published in 1996.

This document is intended to provide general guidance to teachers, coordinators,
school administrators, employers, businesses, communities, and others who are
involved in the development of work-based learning opportunities for students in their
communities. In it you will find useful information including overviews of various
types of work-based learning, examples of successful programs, suggestions for
implementing new programs or enhancing existing ones, legal considerations, sample
forms, and a collection of resources.

This guide is a tool to be used to develop or improve CTE programming. Work-based
experiences defined within this guide may provide opportunities for students to master
CTE Level IllIl program competencies. At this time, only some work-based learning
experiences are supported by state and/or federal funding.

A Guide in the Information Age

Since the Arizona Work-based Learning Educator’s Guide was compiled, the
accessibility and popularity of the Internet has put a seemingly infinite, and
sometimes overwhelming, wealth of information at our fingertips. This information
includes the most up-to-date descriptions of work-based learning programs and
promising practices. Indeed, the Internet has impacted the complexion and purpose of
this manual. It would be impossible to provide all the necessary tools to build a
successful work-based learning program on the written pages of any guide or between
the covers of any binder. Because no single document on work-based learning can be
all-inclusive, this Guide is intended to be just that — only a guide.

This guide will give you direction, stimulate your thinking, and encourage you to go
beyond the covers to tap multiple resources in your quest to develop or improve
programs unique to your own students’ and communities’ needs. Many educators,
students, businesses, and communities are doing extraordinary things. Most are
eager to share their successes (and their needs for improvement) with you. With the
help of this guide, much of what is going on can be found through the technologies of
cyberspace; the speed of e-mail; or through good, old-fashioned interpersonal
networking.

The Process

The Arizona Work-based Learning Resource Guide was updated in cooperation
with Arizona State University’'s Office for Workforce Education and Development. The
ASU staff was assisted in the process by ADE’'s CTE State Supervisors and Basic
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Grant Specialists. CTE teachers and local directors have made valuable contributions
and have served as sounding boards and editors.

Next Steps

Because the world is changing at a pace with which most of us struggle to keep up,
the revision of this document does not end here. It is hoped that as new and better
ideas and models are developed, as materials that make life easier are created, and as
more and more schools have success stories to share, information and resources will
be added to and deleted from the guide as necessary. Educators, students, parents,
and business/industry representatives are invited to contribute and provide feedback
on any of the information presented.

If you have information to share, a success story to be told, or suggestions for
improvement of the Arizona Work-based Learning Resource Guide, please contact:

Paulett Ellis

State Curriculum Specialist

Career and Technical Education Division
Arizona Department of Education

1535 West Jefferson

Phoenix AZ 85007

Tel. 602-542-5660

Fax 602-542-1849

pellis@ade.az.gov

Prepared by
Lynne Bodman Hall
Office for Workforce Education and Development
Arizona State University

Under contract to
Career and Technical Education Division
Arizona Department of Education
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DEFINING WORK-BASED LEARNING

WHY WORK-BASED LEARNING?

Many students leave school ill-prepared for the workplace. Poor academic skills and work
habits limit their understanding of how they might fit into the adult world. Work-based
learning addresses this problem by extending the walls of the classroom to include the whole
community, giving students real world experiences and opportunities to apply academic skills
in the workplace. Work-based learning is an integral part of school to careers transition,
combining school-based learning and work-based learning into an integrated experience for all
students. Through work-based learning, “Employers reinforce academic lessons, schools
emphasize career applications, students gain experience in the adult world of work and
connections to a range of post-secondary options, including college, technical training and
skilled entry level work.” The National Center for Career and Technical Education (NCCTE)
defines career development as “the total constellation of psychological, sociological, education,
physical, economic, and chance factors that combine to influence the nature and significance
of work in the total lifespan of any given individual.”

Benefits of Work-Based Learning

For Students

e Apply classroom learning
» Apply academic concepts
» Apply professional/technical skills
e Apply SCANS Workplace Competencies and foundation skills
e Establish a clear connection between education and work
e Explore possible careers
« Identify and analyze personal needs, interests, and abilities
» ldentify and analyze potential opportunities in various career fields
 Make decisions and plans to achieve goals and aspirations
» Develop outlines of potential career paths
« Improve post-graduation job prospects
e Practice positive work habits and attitudes
 Understand the expectations of the workplace
e Be motivated to stay in school
e Reduce educational costs
e Establish professional contacts for future employment and mentoring

For Employers

* Helps create a pool of skilled and motivated potential employees

* Improves employee retention

e Reduces training/recruiting costs

* Enables organizations to develop new projects with student assistance
 Encourages involvement in the curriculum development process

* Provides developmental opportunities for current workforce

e Offers opportunities to provide community service
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For Schools

* Expands curriculum and learning facilities

e Provides access to state-of-the-art techniques and technology

» Enhances the ability to meet the need of diverse student populations
e Provides opportunities for individualized instruction

* Promotes faculty interaction with the community

e Contributes to staff development

* Makes education more relevant and valuable for students

 May enhance students’ retention

* Reduces overcrowding by utilizing off-campus learning sites

For Community

» Creates an environment of collaboration and cooperation

* Encourages respect and tolerance between different groups

» Builds the foundation for a more productive economy

e Builds confidence in the school system as practical results are observable

WHAT IS WORK-BASED LEARNING?

Work-based learning is defined as a coherent sequence of job training and work experience
that involves actual work experience and connects classroom learning to work activities. One
of the key elements that lead to the success of a school to careers system is work-based
learning. Students must have access to a range of developmentally appropriate work-based
learning experiences. Schools and employers need flexibility to develop a school to careers
transition that builds on local strengths and is tailored to local needs and circumstances. The
work-based component may include a variety of activities including job shadowing, school
based enterprises, entrepreneurial programs, dual enrollment, mentorships, career pathways,
and service learning to name a few. Using a range of in-school and out-of-school strategies —
paid or unpaid work experiences during the school day or after school - with programs
customized to fit the needs of young people, school, businesses, and the local community. The
main focus of any of these work-based learning experiences is that they must offer academic
study, professional/technical skills, and work related experiences.

Although most people have wanted to concentrate their efforts related to work-based learning
on students in the upper years of high school, they should realize that programs that do not
start until the 11t grade miss the chance to make a significant impact on many students.
Work-based experiences need to take a progressive sequential approach that includes
preparation (feeder) experiences starting as early as elementary or middle school. It is crucial
to include younger students before they become discouraged and disengaged or drop out of
school altogether. “Feeder” experiences expose young people to a range of career opportunities
through such options as summer internships, job shadowing, and career exploration
workshops, all of which are geared to the connection between school and work and the
integration of academic and occupational training. Ideally the work-based learning component
is delivered through a planned program of job training and other employment experiences
related to a chosen career.

The ultimate responsibility for implementing a comprehensive career development program lies
at the local level. Counselors’ and teachers’ new role becomes one of a change agent, not only
for students but for the system as well. An effective career development program:
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e Is identifiable but integrated within the curriculum and other programs

e Enhances the students’ knowledge, skills, and abilities

e Supports student achievement in academic and occupational standards

e Supports a diverse delivery system

e Is accountable with evaluation based on program effectiveness in supporting student
achievement

Work-based learning is an effort to make lifelong career development easier and more natural
by linking the school site and the work site. The highest level of work-based learning is
learning that takes place at a work site, usually in a business or community organization away
from school, and fully integrates academic and vocational/occupational curriculum with work
site experience. It is one element of the larger category of work-based activities, all of which
combine to create a lifelong process of career development stretching from preschool to
adulthood. There are four broad overlapping stages that most people experience as they
develop their careers. Work-based activities are designed to help students move through these
stages and learn about the world of work and their place in it. The stages provide a framework
for understanding the sequence and scope of work-based learning activities and when activities
may be appropriate for students. Work-based learning activities relate to the following four
major areas:

Career Awareness activities help students develop a general awareness of themselves, the
world of work and its connection to education. Activities may include:

e Field trips

» Career Days/Career Fairs

* Informational interviews/classroom speakers

* “Take Your Child To Work” day

Career Exploration activities help students research and learn about what people do for a
living and observe and interact with work-based staff to learn more about the demands of the
workplace. Students may begin to form career interests and abilities during this stage.
Activities my include:

» Aptitude and interest assessment

* Journal writing

e Career related research papers

* Special projects

e Job shadowing

* Informational interviews

e Paid and non-paid general work experience

* Vocational/occupational skill laboratories

 Mock Business/Industry project

Career Preparation activities integrate academic skills learned in the classroom with work-
based skills learned on the job. Emphasis is on skill building, understanding the concept of
transferable skills, learning to work as a team member, establishing relationships, ethics and
honesty, and relating personal interests and abilities to real world career opportunities. Many
students also select a career interest or focus during this stage. Activities may include:

» Paid and non-paid work experiences

 Mentorships

» School based enterprises

* Clinical/Practicums

* Internships

* Vocational/occupational laboratories

» Cooperative work experience

» Professional technical education courses (skill building)
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Application is the beginning of the student’s last stage of transition to work. During this
transition, the school’s facilities, services, and resources will help prepare the student for the
next step in his or her career development, whether it be a two-year or four-year college,
apprenticeship, or career. Activities may include:

* Clinical/Practicums

e Apprenticeships

* Internships

» Cooperative work experiences

» Professional technical education courses (skill building)
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WORK-BASED LEARNING ACTIVITIES AND RESOURCES
Work-based learning may include any or all of the following:
School-based activities: These activities occur primarily in the classroom setting:

» Professional/technical education

* Pre-employment, work maturity, and work readiness training
e Career awareness and exploration

» Classroom speakers

e Career Days/Career Fairs

» Class and organization projects

 Workplace simulations

» Basic education skills training

» Career Academies

* Job simulation labs

» Integration of academic and occupational skills
* Occupational labs

e School Based Enterprises

Work-based activities: These activities occur primarily at a private, public, or non-profit place
of business:

e Job shadowing

* Field trips

* Informational interviews

* Mentorships

e Cooperative work experience
* Internships

* Practicums

» Clinical experience

e Community service learning
* Youth apprenticeship

Connecting Resources and Support Systems: These resources and support systems help
link the school site with the work site:

e Career guidance and placement

» Employer databases

« Advisory teams (state, district, school, career field)
* Business partnerships

*  Work-based curriculum

» Professional associations

e Arizona Department of Education
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PLANNING WORK-BASED LEARNING EXPERIENCES

It is very important from the outset that everyone in the community understands the mission
of work-based learning. People need to think of work-based learning as a two-way bridge
between the classroom and the workplace across which the school and the community work
cooperatively to provide the resources and the “classroom” that will help each student find and
develop his or her potential. Work-based learning can take place at the school site or a
business site. This requires a coherent sequencing of activities that prepare students to
function in the highest level of work-based learning — at the work site.

School Site < > Work Site
(Resources and Activities) (Resources & Activities)
Connecting
(Resources & Activities)

Start with what you have and build on your strengths. It is better to build from practices
already in place within the school/district than to impose an external, packaged system. If
your district is already doing a great deal of community service work, then start there. If
cooperative education is already working, expand from that point. To find out what is already
in place, survey the staff and compile a simple database of program descriptions, work-based
activities, number of students involved, staff members, and employers. Invariably, there are
more things going on than most people realize. A good survey will turn up practices that, with
a little fine-tuning, will become the basis for your coherent sequence of work-based
experiences.

Encourage district level planning. Planning is essential to good work based learning
experiences. Planning discussions might begin with the question, “Why are we doing this?”
One answer is that work-based learning is a wonderful opportunity for schools to involve the
whole community in the exciting task of integrating classroom learning with real life
experiences.

Don’t re-invent the wheel. Become knowledgeable about what others are doing. Gather
information about successful work-based learning activities and observe good practices in
action, then incorporate what you can into your own program. Collaborate with other schools
or districts in your area.

It is important to recognize the value of standardizing procedures and forms as much as
possible. Standardization minimizes confusion and maximizes consistency, especially with
work sites that participate in work-based learning activities with several educational entities.

Set goals and establish timelines. Solicit input from all those who will be affected by the
plan, particularly school staff, students, parents and employers. Establish benchmarks or
objectives on a timeline for implementing system-wide work-based learning so everyone can see
the project in smaller segments as well as an overall view.
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Spend time identifying potential problems. One of the most important things to do is to
build a community of partnership that supports work-based learning. As work-based learning
experiences grow, increasing numbers of students, teachers, and employers will be involved.
Keeping up with the demands of expanding work-based learning can be very difficult.
Increased numbers create a greater need for an organized system with thorough training for
each staff member who will be placing students in the community. If your process is
disorganized, you risk leaving everyone involved with a negative impression of the value of
work-based learning in addition to potential legal problems.

Typical problem areas include:

Lack of training time for staff

Opposition from with the community

Schedule conflicts

Differences in expectations of various participants

THE BEST ADVICE FOR DISTRICTS STARTING WORK-BASED LEARNING:

>

Don't be overwhelmed. The following materials are intended for use over a period of
years, not all at once.

The most important thing to do is build a community partnership.

The information in this document is a menu, not a list of commandments.

Expand your community’s vision of the possible. Use the materials here to help a
community see itself functioning differently in a youth development partnership.

Build on existing strengths first.

Build on long-range goals and a timeline for implementing them.
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IMPLEMENTATION

INVOLVING PARTICIPANTS IN WORK-BASED LEARNING

In general, work-based learning experiences involve all or most of the following participants,
depending on the work-based learning activity. Success depends on the involvement and
commitment of all participants.

Work Site
Employers
Supervisors
Employees
Mentors
Students

Home
Students
Parents/Guardians

School
Students
Teachers

Program Coordinators
Counselors
Administrators

ROLES AND RESPONSIBILTIES...

...of School Personnel

In addition to providing classroom instruction that supports the work-based learning
curriculum, school personnel should work to encourage success by fostering the relationship
between students and employers and providing appropriate support services. The services may
include the following:

e Orienting student and employers

e Developing job sites and placements

e Promoting work-based learning

e Conducting on-site visits to monitor and evaluate student progress

e Conducting orientations and/or classes that may include pre-employment work
maturity and work readiness training and job search skills

e Counseling students about jobs and career pathways

e Assisting students with questions and forms relating to work

e Working with students to develop measurable goals/objectives

e Assessing student performance at school and at the work site

e Assigning student grades

e Taking disciplinary action when necessary in relation to job placement

e Attending professionally related meetings and conferences

e Posting temporary jobs

e Completing records and forms

e Maintaining professional relations with employers

¢ Matching students with employers

e Providing basic safety training as appropriate to the placement
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...of the Employer

The primary role of the employer is to provide an environment in which learning can take

place.

In general, the employer is responsible for:

Interviewing students

Signing and abiding by agreements/forms such as a Work-Based Learning Training
Agreement

Providing a work experience that supports the student’s educational and career goals
Facilitating student exposure to all aspects of the field

Orienting students to the work site: business operations, performance expectations,
administrative policies, and job specific training

Informing staff of the student’s purpose and enlisting their support and help

Arranging a “buddy system” and/or employee mentor for student

Assisting the student in his/her efforts to accomplish personal and professional goals
Meeting with the coordinator during the term to assess student progress and address
problems that arise

Completing formal evaluations of student work and the work-based learning process

...of the Student

The student is responsible for:

Signing and abiding by specific agreements/forms, such as a formal Work-Based
Learning Training Agreement

Completing skills, aptitude, and interest tests

Developing goals/objectives

Completing assignments, evaluations, forms, and other activities required by the
coordinator

Taking an active role as a participant in the program which includes participation in
activities at a work site as well as in school

Being a positive representative of the school, work-based learning, and the community
Making satisfactory academic progress

Informing their coordinator of any problems that occur at the work site

...of the Parent(s)/Guardian(s)

The parent(s)/guardian(s) play a major role in the support of their student by:

Encouraging students to have good attendance at the work site

Being involved and informed about the progress of their student’s work experience
Participating in the school’s activities promoting the structure of the work experience
program

Arranging for the transportation of the student to and from the work site (if necessary)
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IDENTIFYING POTENTIAL EMPLOYERS

Some firms are more likely than others to participate in a new work-based learning program.
The following criteria can help you focus your initial recruitment efforts on those employers
most likely to become involved.

e Prior involvement in school-business partnerships. Employers who already have
served on vocational education advisory boards, school-business partnerships, Tech
Prep consortium boards, or district- or city-wide education reform committees may be
inclined to participate particularly if their experiences have been positive.

e Tradition of leadership in community affairs. Banks, hospitals, and public utilities
are typically interested in positive public image and are generally responsive. Business
leaders with a history of public service and community leadership can also be powerful
allies.

e Commitment to being a “learning organization”. Firms that invest in the
development of worker skills are more likely to have the vision and organizational
capacity to provide quality work site learning experiences for young people. Indicators
of this kind of commitment include basic skills and English-as-a-Second-Language
programs, quality management programs, and tuition reimbursement plans.

e Industry areas that employ large or increasing numbers of employees. Companies
that are growing, and those that are not currently hiring but can articulate a three- to
five-year hiring strategy to meet their long-term goals, can see the need to build their
labor supply.

e Firms and organizations experiencing labor shortages. Firms experiencing high
retirement rates and/or lack of entry-level workers may see immediate need for work-
based learning programs.

e Cooperative labor-management relations. Workers and their organizations have been
active partners in work-based learning programs in unionized and non-unionized
workplaces. However, workers often have legitimate concerns about their job security
and access training. Firms with cooperative labor-management relations are more
likely to be able to resolve these issues.

e Friendly competition with firms in the same industry. One firm’'s participation can
encourage others to jump on board. The perception that a rival may gain prestige,
publicity, community approval, or access to labor can be a powerful motivator.

e Familiarity with U.S. and European work-based learning models. First-hand

knowledge of youth apprenticeship or other work-based learning systems can increase
employer receptivity.

10
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RECRUITING EMPLOYERS AND WORK SITE STAFF
Strategies for Working with Employers

Strategies for working with employers. Successful program implementation requires
cooperation and understanding between the employer, the student, and the coordinator. The
following suggestions may be helpful when working with employers:

e Advise employers that you have pre-screened applicants and give the employer a copy of
your criteria. Design criteria as needed.

e Guide and assist the employers through your program. Don’t be pushy or pressure
them to work with your program.

¢ Inform employers of students’ strengths, such as reliability, good work habits, etc.

¢ Inform employers of the exact skill level of each student. Use terms of functional skills
such as: “A student can keyboard on a computer 40 WPM, but has not mastered
spreadsheets or databases.”

e Ask the employer to provide job descriptions to ensure successful match with students’
skills.

e Encourage employers to help students develop specific learning objectives that integrate
classroom theory and knowledge with the skills and knowledge gained at the work site.

Possible roles for workplace partners. Successful program implementation requires that
workplace partners understand what is expected of them as partners in work-based
educational experiences. The following suggestions may be helpful in explaining and clarifying
their role(s):

o Offer their work site for a range of work-based experiences

e Loan employees to help with instruction

e Providing funding and/or equipment to a program

e Providing professional development opportunities for teachers

e Recruiting other workplace partners

e Help teachers define knowledge, skills, and behaviors required for employment in an
industry

¢ Mentoring young people

e Evaluating or assessing student work

11
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RECRUITING TEACHERS AND COUNSELORS

Teachers and counselors generally play a dual role in work-based learning programs. They
help design the program and then implement it at high school. Designing and implementing
work-based programs requires fundamental changes in standard practices. Teachers
collaborate with employers to develop integrated curricula, team-teach with their peers, and
“coach” rather than lecture to students. Guidance counselors connect students to the local
labor market and a range of post-secondary options, not only four-year colleges. Without
strong teacher and counselor support, it is impossible to realize these necessary changes to the
traditional operation of schools.

To foster the interest in the work-based learning program:

e Bring teachers and counselors into the design process. Unless they have an
opportunity to influence the design process, it is unlikely that they will take program
implementation seriously.

e Link program goals to concerns that teachers and counselors have identified.
Make it clear that the goals of the program are consistent with concerns raised by staff
about student performance, efficient operation of the school, professional development
and support, and preparing students for the world at large.

e Educate teachers and counselors about the changing demands of the workplace
and the range of post-secondary options. Help them better understand the
academic, social, and technical demands of modern work and the range of career and
learning opportunities in the community by providing opportunities to visit the
workplace and meet with work site staff.

e Provide staff support. Ways to support staff involvement include:
- arranging visits to other work-based learning programs to learn first-hand how
project-based learning and team-teaching approaches are put in place
- supporting attendance at work-based learning conferences
- providing time for teachers and counselors to meet with peers on issues of
curriculum and program development
- supplying concrete examples of integrating school-based and work-based learning

e Enlist current participants from other programs. Teachers and counselors often

become more interested when they hear the enthusiasm of their peers and their
students.

12
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WORKING WITH PARENTS

Parents can be either enthusiastic supporters or suspicious opponents of work-based learning
programs. A program without parental involvement may not be focused on student needs.
Program planners should heed parents’ concerns.

Strategies for working successfully with parents include:

e Ask parents their concerns and respond to them. Be ready to respond to typical
concerns of parents such as: Is the program another form of tracking? Will college
options still be open to my child? Will my child be forced into making a career choice
too early? What sort of job will he or she be doing? Will transportation be made
available between the school and the workplace?

e Involve parents in program design and ongoing operations. Parent teacher
organizations can be a good venue for recruitment and orientation.

¢ Invite parents to visit the people and institutions connected with the program.
Making it possible for parents to visit the firm(s) and school(s) where their children will
be learning can help them better understand the nature of the program. Providing
opportunities for them to meet the supervisors and teachers on an informal basis gives
parents the chance to discuss their concerns and interests in the program with the
people who will be working with their children.

e Have parents sign a “mutual expectations” agreement. Being party to an agreement
with employers, teachers and their child can enlist parents in reinforcing their child’'s
learning.

e Stress the guidance and career planning components of work-based learning when
marketing to parents. Students often complain that “no one at school cares.”
Stressing to the parents that special support will be provided to help the students
negotiate the demands of school-to-career and make decisions about future education
and career goals will help demonstrate to parents that your program is not “business as
usual.”

e Begin your program early. Parents are usually enthusiastic about career awareness
and job-shadowing opportunities at the elementary or junior high school levels.
Starting all children in career-focused programs early can lessen the chance that the
work-based learning program will be labeled by parents as “second-best”.

e Work with community-based organizations. Community-based organizations are

often a voice and advocate for parents. Working with these organizations can be a
vehicle for parent communication.

13
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ORIENTATION AND DEVELOPMENT OF SCHOOL STAFF

Orientation and ongoing staff development activities empower teachers and counselors to adopt
new practices that connect school and work. The goals of orientation and staff development
activities are to help teachers and counselors:

e Become familiar with the industries in which students will work and the potential of
workplaces as learning environments;

e Acquire or reaffirm high expectations for student performance;

 Develop and use applied learning activities that encourage the active exploration of the
work environment and the development of higher-order thinking skills; and

e Build a supportive peer network through which they can work together to develop new
teaching materials and strategies and reinforce each others’ efforts.

Orientation and staff development activities can include the following:

e Formal orientation and handbook. A formal introduction to the program that
articulates program goals, expectations, support structures, and teacher and counselor
roles and responsibilities provides an opportunity to address staff concerns.

e Summer internships and job-shadowing days in industry. Employer-sponsored
internships are a popular and proven technique for giving first-hand exposure to
academic, social, and technical demands of today’s workplace.

¢ Regular meetings for consensus-building and joint planning. Regular meetings to
discuss the demands and opportunities of the program and to resolve problems as they
arise are very important in facilitating buy-in and program improvement. Programs
should strive to incorporate this necessary function into the regular school day that
may require shifts in class schedules, teacher course loads, etc.

e Training institutes and workshops. Specially designed institutes and workshops

provide opportunities to learn and practice instructional approaches for linking school
and work and impart techniques that encourage active, student-directed learning.
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ORIENTATION FOR STUDENTS

The world of work is foreign to most students. Expectations, rewards , and consequences need
to be spelled out clearly through orientation activities that can dispel students’ initial fears and
confusion. A proper introduction should build commitment by letting students know that they
are now members of a cohesive, supportive learning community.

Orientation begins with the recruitment and application processes, as students are asked to
explore personal interests and goals and are given the opportunity to meet the adults with
whom they will be working.

Most programs provide a combination of the following:

A formal handbook outlining the policies and expectations of the program.

A group orientation to the program as a whole and the students’ group,
sometimes including “Outward Bound”-style activities to foster self-confidence
and a supportive sense of group identity. Such an orientation can establish norms
and goals with student input, create a sense of teamwork, and emphasize that the
students are beginning a new way of learning. In addition, this process can serve to
introduce mentors and students to each other in an informal setting.

A separate introduction to a student’s particular workplace, as a new employee.
Such introductions generally give students necessary information about procedures and
expectations (e.g., health and safety rules, attendance and discipline policies, and
employee rights and responsibilities). A thorough work site orientation helps build a
direct relationship of responsibility and obligation between student and employer. It
emphasizes that the student is not just a high school student on a field trip, but has a
role and function in the workplace and can make a contribution.

A kick-off reception for students and their parents, hosted by the school and

community partners, including local government representatives, as further means of
initiating student participation in a supportive work and learning community.

15



Table of Contents

CLASSROOM ACTIVITIES:
SUPPORTING WORK-BASED LEARNING EXPERIENCES

Student Self-awareness and Assessment for Placement. Successful work-based learning
activities require that students have the opportunity to learn about their interests and skills. It
is important that the school staff assist in the development of student career awareness.
Various assessment opportunities or tools can be utilized to increase student awareness. The
following suggestions may help students identify career interests and connect them with
employers:

e Student interest interview between the student and the school staff
e Skills and aptitude tests

e Career Information System

e Career Pathway Planner

e Dictionary of Occupational Titles

e Pre-vocational self-awareness activities

Developing Learning Objectives. Learning objectives are an essential part of the work-based
training plan and include the major concepts to be learned on the job and in the classroom.
The objectives, which contain concepts to be learned and skills to be acquired should be
developed together by the coordinator, the student, and the employer. Learning objectives
should:

e Individualize each student’s objectives based on his/her educational and/or career
objectives and interests

e Outline student’s tasks, duties, and responsibilities

e Be specific, achievable, and measurable

Creating Links to Classroom Learning. The work-based learning coordinator should
collaborate with the classroom teachers to facilitate connections between students’ work-based
learning experiences and their educational career goals. The coordinator may:

e Establish a dialogue with teachers in which teachers have opportunities to discuss
what they see as the connections between classroom learning and work site learning
e Develop joint activities (when appropriate) that enhance learning in both arenas

Seminars/Classes. Seminars/classes are highly recommended for all students participating
in work-based learning programs. Seminars/Classes provide students with the opportunity to
meet and discuss common job-related experiences, gain insights into the culture and
environment of work, and reinforce the connections between classroom content and work-
related learning. Seminar/Class activities may include:

e Peer interaction and discussion of job-related concerns and problems

e Opportunities to share successful experiences from the work site

e Projects that provide students the opportunity to gather, evaluate, and report
information, both individually and in teams

e Audio-visual media, discussions, lectures or demonstrations

e Assignments that include keeping journals, preparing research papers, or developing a
portfolio

e Guest speakers and panels who provide additional opportunities for students to
question and interact with employers
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ASSESSING STUDENT LEARNING

Student progress and performance should be measured by the degree to which students meet
their learning objectives. The assessment process should document student learning, identify
strengths and weaknesses, and provide strategies for improvement. Various tools may be used
to accomplish this assessment including: portfolios, mentor or employer evaluations, student
self-evaluations, and coordinator/instructor evaluations. If credit is awarded, the assessment
process may also provide a basis for grading.

Portfolios. Students need to document their experiences, skills, and accomplishments. A
student portfolio containing this information can serve as an ongoing assessment tool as well
as a “living” transcript. Work based learning portfolios may include:

e Reflective journals

e Work samples

e Research projects

e Learning logs

e Activity summaries

e Competency attainment lists
e Industrial certificates

e Test results

Work site visitations. Evaluation of progress and review of student objectives, an important
part of assessing student learning, may be accomplished through regular visits by the
coordinator/instructor to the work site and conferences with the student’s
employer/supervisor. The following guidelines will help to make the visits more productive and
valuable:

e Set up a visit in advance with employer

e Have a systematic and organized plan - develop questions ahead of time

* Discuss the needs of the student and those of the employer

e Discuss student progress, as well as appropriate changes in the employment situation
or related instruction

e Let employers know that they can request a confidential conference

e Arrange for the student, the employer, and the coordinator/teacher to meet together to
discuss the student’s progress

Forms and Records. Paperwork and record keeping for program documentation are necessary
to:

e Gather information for assessing and placing students

e Provide a basis for student grading

e Assist students with goal setting and portfolio development

e Provide information or statistics to the people and organizations involved in the
program who may require this information

e Document employer participation and assist with job development

e Provide information/statistics for periodic reports required by the school

Software programs are available to make it easier to computerize these records, generate
comparative data, and produce a variety of reports. Seek out software designed specifically for
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job placement or cooperative education. Check with district support staff to determine which
programs are compatible with your computer system.

It is important that all forms are approved by the appropriate school personnel to ensure

compliance with applicable laws and regulations. The types of forms necessary will vary based
on local needs.
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PROGRAM EVALUATION

Successful work-based learning requires continuous review and program evaluation. A well-
planned evaluation will provide the opportunity to analyze program results that will be useful
for making changes or improvements in the instructional process. Program assessment
information may be obtained from various individuals including:

e Current and former students

e Current and former employers/work site supervisors
e Teachers/coordinators

e Parents

e Business/community advisory committee members

ONGOING PROGRAM IMPROVEMENT AND EVALUATION

It is critical that work-based learning programs monitor whether and how well they work for
students. Maintaining a quality program requires mechanisms to ensure that students’
experiences meet the educational and other objectives of the program. A range of
techniques can be used to monitor students’ experiences and to promote improvement of the
program.

e Regular oversight of student progress. Regular contact between work site, school,
and program staff is the main vehicle for monitoring the quality of student
placements and learning. Through work site visits, regular meetings with work site
and school partners, and analysis of in-school learning, designated program staff
evaluate whether the program is meeting student’s educational needs.

¢ Regular review of program success. A representative group of partners should be
engaged in regular discussions to support a process of continuous improvement.

e Tracking of key program components. Programs must monitor and record
program outcomes - student grades, diversity, program attendance and completion
rates, and placement in postsecondary institutions and job opportunities after
program completion — to assess overall progress.

e Feedback from outside evaluators. It is often difficult for program managers to
step back and analyze program progress. Outside evaluators can help facilitate this
process through qualitative (interviews with employers, teachers, administrators,
students and parents) and/or quantitative (analysis of student outcomes) methods.
In addition to providing feedback on specific program components, outside
evaluators can also be helpful in synthesizing “lessons learned” and making
suggestions to improve implementation.

e Student evaluation of program. Students’ constructive criticism about their work
placements and school-based activities is a useful source of information on the
quality of the learning experiences and areas in need of improvement. Anonymous
evaluation forms completed by students on a regular basis are an “insider’s” source
of information on where the program is and the direction in which it needs to go.

e Exit interviews. One-on-one, open-ended conversations with students as they are
about to complete the program are another means of soliciting their frank and
helpful impressions. These may work best if conducted by an outside party (e.g., a
volunteer graduate student).

19




Table of Contents

THE ROLE OF CAREER AND TECHNICAL STUDENT ORGANIZATIONS (CTSOs)

Career and Technical Student Organizations (CTSOs) are making a significant contribution to
the development of a world-class workforce as evidenced by their philosophy, goals, and
activities.

Common components of a CTSO. There are four common principles that link career and
technical student organizations to effective work-based learning. CTSOs

1. motivate youth to become productive citizens

2. enable students to achieve high academic and occupational standards
3. link classroom curriculum to workplace skills

4. lead to employability skills and life-long learning

Recognized as integral to the success of work-based learning are five CTSOs promoted by the
Arizona Department of Education:

DECA - an association for marketing students

FBLA - secondary association for business students

FFA - an association for agriculture students

FCCLA - an association for family and consumer sciences students

Skills USA/VICA - an association for industrial/technological and health careers students

Through a proven system of developing leadership skills, positive attitudes, and a sense of
community pride, CTSOs serve as a vehicle to transition students into life's work. Student
organizations prepare students for life and future careers by introducing them to the corporate
culture. They emphasize respect for the dignity of work, high standards, ethics, and quality
skills. CTSOs help develop skills that are difficult to teach in schools’ curriculum such as
communicating effectively, creative thinking, problem solving, personal management,
teamwork, and knowing how to learn.

Linkage to business. The active participation of business and industry is a key to the success
of these programs. Corporations, labor unions, and trade associations support vocational
student organizations at the state level. Through involvement with CTSOs, a business can:

e capitalize on its ability to access some of the best prepared employees

e improve the importance and relevance of curriculum in the educational system
e improve the image of work-based learning

o affect change in the educational process

There is an even exchange of benefits in these partnerships:

e teachers provide better prepared employees
e employers help teachers design and deliver instructional content
e students gain a competitive edge in accessing future employment

Participating students have the opportunity to demonstrate their occupation and leadership
skills through performance evaluations in local, state, and national competitions. They strive
for excellence because of incentive awards and the direct evaluation provided them by business
and industry.
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In addition to practical hands-on experiences, CTSO students are provided real-life experiences
through community service projects. When students are offered the opportunity to give back to
the community through service, they are more likely to understand community problems and
issues and provide solutions for tomorrow.

CTSO programs use state-of-the-art technologies and strategies to produce graduates who are
mature, responsible, and ready to face the changing workplace. Participants develop skills and
knowledges in general education and employability as well as in applied academics and intense
technical preparations.
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MARKETING

Overview

For schools to gain the support of the community and nurture effective relationships with
employers and community organizations, a full range of marketing activities should be
undertaken. This section focuses on three aspects of marketing: promotion, work site
development, and designing marketing tools.

Promotion as defined by marketing professionals, includes four categories: publicity,
advertising, personal contact selling, and sales. An effective work-based learning marketing
program utilizes all of these activities to stimulate community interest and encourage
participation in the program.

Promotion. Overall program promotion is usually performed by school district staff on behalf
of an entire program. Marketing efforts on this level include public relations, personal selling
by administrators, and sales activities like community meetings and brochure development.
These activities are broad based and focus on informing the community at large of program
benefits and features.

Work Site Development. Personal contact selling is usually performed by individuals who are
responsible for developing work-based learning sites and is directly related to their particular
programs and students. Work site developers primarily engage in personal contact with
individual employers and may utilize sales tools such as business cards, brochures, and flyers
created by the school district or themselves. Personal contacts made on this level are the
foundations upon which successful programs are built.

Marketing works best when activities on all levels are coordinated. Each marketing activity
should be viewed as part of an overall communication strategy whose ultimate goal is
developing a successful work-based learning program. The activities described in the following
pages should begin during startup activities and continue in various forms as the program
grows and changes.

Make sure that each individual involved in marketing activities understands and uses the
correct terminology to ensure accurate communication on each level, across all types of
marketing activities, and at all phases of development.

It is essential to create both a regional and a community vision of the work-
based learning program that emphasizes learning, experience, and
opportunity.
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LESSONS FROM THE MARKETING MODEL

Ultimately, the goal — to create more work-based learning opportunities for students — requires
a direct sales effort on the part of schools and regions. School representatives need to convince
employers to open their doors and create workplace opportunities for students.

The classic marketing model maintains that to be successful, the five P’'s must be in place
before a sales campaign is launched.

Product: The product must be perfected. All sales people need to understand and believe
in it, and be motivated to sell it. In this case, schools need to know how work-
based learning will be organized and internal audiences - particularly
administrators and teachers — need to believe in it.

Price: The price must be set, and it should be one that the customer is willing to pay.
With work-based learning, employers need to know exactly what is being asked
of them, and schools need to tailor the requests to their own markets.

Place: The place of distribution must have the product available and be ready to handle
customer demand. If mass marketing creates a demand that cannot be met at
the point of sale, the customer will abandon the effort to buy, the product will
fail, and the marketing effort will be wasted. Worse, customers may never
return. If work-based learning is promoted and employers are motivated to buy
at a time when schedules are not prepared, employers will become frustrated,
lose interest, and be reluctant to try again.

Promotion: When the product, price, and distribution channels are in place, and the sales
staff is ready to sell, the marketing effort — sales calls, publicity, advertising,
direct mail, promotional events — can begin.

People: Identification of the select market target. The people (group) determine the
marketing mix and the success of the marketing activities.

During site visits and interviews, it has been observed that many schools, while they are able
to organize a handful of work experiences for students, are not prepared to launch a full-scale
work-based learning effort. They have not refined their product, set the price, and prepared
the distribution channels. They do not know how their work-based learning experiences will be
organized to serve a large number of students. They have not addressed curriculum changes -
ranging from applied teaching to workplace preparation training. And they have not prepared
the entire sales force - teachers, administrators, students, custodians, secretaries, school
boards, parent groups, site councils - to support the effort.

The research points out that employees want a program to be well organized, and they want
students to be motivated and ready to learn. While some employers have said that they are
willing to help teachers and administrators design programs, even then, teachers and
administrators need to develop a clear vision of what they want to achieve, and why, before
inviting employers to join in.
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WORK-BASED LEARNING PROMOTION

Message Strategies. Focus on how work-based learning will improve public education, and
how audiences can get involved. Research shows there is no need to persuade key audiences
of the need to change our public schools. Limited resources should be focused on describing
how work-based learning will improve the quality of education students receive, and how
audiences can get involved in creating more opportunities for students.

Emphasize the inclusive nature of work-based learning — that it benefits all students. A wide
margin of students believes they will go to college and so do their parents. While statistics
show these expectations do not materialize, it would be counter-productive to attempt to
convince families otherwise. Communications should emphasize that work-based learning
programs benefit all students, regardless of their future plans, because they 1) make classroom
learning more relevant; 2) teach skills that apply to any career choice; 3) increase attention on
career decisions; and 4) provide the critical edge needed for career success.

Communicate in emotional, anecdotal terms. Throughout the research, the more emotion-
laden arguments - keeping kids off the street and in school, giving them hope for a job, keeping
college-bound students focused on their studies — appeal more to audiences than statistical
ones. Emotional arguments, substantiated by reliable data, should be used to convince
audiences that work-based learning will improve the quality of education students receive and
is worth the effort.

Have students describe the relevance work-based learning brings to the classroom. Emotion
moves audiences, and few are as capable of imparting passion about work-based learning as
students involved in structured work experiences and other work-based learning programs. In
student focus groups during site visits, students spoke convincingly about how work-based
learning experiences have brought relevance to their studies. Communications tools and
activities should be structured to include student testimonials and anecdotes in a significant
way.

Focus resources on personal interaction over mass media. Research shows the mass media is
not connecting with public, parents, students, or business on school reform issues. In fact,
parents said they get most of their information about schools from personal observation, school
newsletters, and contact with school staff. Resources should be focused on activities that
connect all audiences, in a personal way, with work-based learning.

Adapted from School-to-Work Marketing and Communications Plan: Report and
Recommendations for 1995-96, Oregon Department of Education, Salem, OR
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EVALUATING PROMOTIONAL ACTIVITIES

Take the time to evaluate your marketing activities and discontinue those that don’t work or
achieve your objectives. Your evaluation techniques should be manageable and practical.
Evaluation involves monitoring results by comparing a planned performance against an actual
performance. How accurately did your planned budget, timetable, and resources reflect the
actual?

SEVEN STEPS OF A SALE
1. Pre-approach. Everything you do before you see the customer - such as:
market research, identifying the target market, product availability,
promotional activities, etc.

2. Approach. The initial contact with the customer.

3. Determine wants and needs. Observing, listening, and questioning the
customer to uncover their reasons for wanting to buy.

4. Presentation/Demonstration. Showing, telling, and demonstrating the
product/service to the customer.

5. Overcoming Objections: Looking at and handling concerns, hesitations,
doubts, or other honest reasons a customer has f